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¢ CENTRAL INTELLIGENCE GROUP 5 
o Wuanington, D. C. 
P , ECRET 
z 26 duly 1947 
NOMUBER S2 


SUBJECT: Cali for Eetimates Fiscal Year 19h9 


1. All Offices and/or Staff Sections of the Central Intelligence Greup will 
@atait estimates of required funds for the fiscal year 1949 (2 July 1SL8 ~ 
3% June ry to the rig Division, Budget and Finance Brancn, A & ¥, 

Lo Augus for inclusion in the regular budget of CIG. 


2. Setimates will be submitted in two complete sets in the form and manner 
hereinafter described with regard to all objects of expenditure. 


3. Bach Office or Staff Section (except 050) naving installations or rep- 
resentatives in any location other than Washington shall subnit gepsrate 
estimates on behalf of the activity at each such location. Similarly, 
seperate estimates are required for each distinct major project in process 
or preposed, showing flelda of work or typcs of services rendered. 


. The Budget Division, Budget and Finance Branch, will furnish separately 
a sanple budget for the infermation and guidance of those responsible for 
the formulation of the estimates. Budget Division analyete are also avail- 
able for consultation with adsinistrative officers in cormection with the 
development of Office and Staff Section budgets. /Dial Extension 7217 


GBEERAL INSTRUCTIONS 


5. Presentation will be lengthwise of the letter-size pages and adequate 
left-hand sargins will be provided on each page to permit the use of Atte 
fezteners. The Office or Staff Section estimates must be presented in the 
sane form and order ag the sample, bot must be prepared in greater detail. 
Special attention should te given to the preparation of justifications 
explaining and supporting the estimates for each object classification of 
@ependitere, emphasizing specific, concrete, factual data and, where possible, 
eiting actual workload figures. To be useful, 2 written justification sust 
be understood by all subsequent reviewers. Justification data to be included 
in the estimates are: 


tion from ‘which the functions and activities 
Section are re derived, i.e., General Orders, etc. 


b. Statement of Functions and Activities of the Office or Staff 
e. Statement of Coordination indicating the operating relationsnips 


Apptates Perr Gishkee 2001 Dai62 :SOMt RDP 8h00984R0G01 0925000838 and between the 
Office or Staff Section and other departments and agencies of the Governnent. 
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nent of Gblectives and/or Accomplishzents, actual and 

a i bing need for and value of the service or product, otc. 
the pecese sy of the work should te dexonstrated. Work measurenent and 
wilt co should be used wherever possible te relate work load to 
personnel. Where monthly reporta of activity nave been maintained, such 
reports provide a factual basis. 


@. Organisation Chart and Functional Chart Clearly delineating 


nee 


parte of tne Office or Staff Section, supported by individual statements 
deseribing the activities of eacn such component. 


£. Chart showing the flow of work through the various components 
ef the office or Staff Section. Fork flow charts sheuld clearly denote 
the flow of projects into and tnrough the various components of each Office 
er Staff Section and the production er service contributed in the flow by 
each component. It is umecessary to go inte great detail with regard to 
the flow of papers and documents through the Office or Staff Section where 
gueh data would act contribute to an analysis of ite main production goal 
or objective. 


g- Detailed Justification cf Youcnered Estinates by Object 
Glassificati on 


(1) QO - Personal Services 


(a) CIG Form 32-10 shall be used in preparing estimates 
persomel requirenents. Separate sheets shall be used for gach orgm:iza- 
tional unit witmin each Office or Staff Section, and for a consolidated 
recapitulation. The recapitulation may include, when necessary, 5 ummary 
totals for large organizational units under mch Office or Staff Section. 


{bo} Positions will be divided inte the following services 
er groups: Clerical, administrative, fiscal service; professional service; 
#ub-professional service; crafts, protective and custodial service; and 
wunelassified (including employees in permanent positions compensated on 
an nourly, daily, sonthly or annual basis). 


(o) All classes of positions whéther occupied by Civil 
Service, Special Funds, "On Loan" from participating Agencies, or Armed 
Services pergonnel snall be listed on Form 32-10 by operating titles in 
arder of authority within tne organizational unit. In addition to the 
operating title, tne Civil Service grade and salary shall alao be stated for 
each position. Positions filled ty Armed ‘ervices personnel will show the 
iucumbert's rank or rating. Positions filled by "On Loan", Special Funds 
or by permanent Civil Service exployces will be appropriately identified 
aa such. Estimates of reguirenents for other specific types of civilian 
@aployces (i.e., tenporary, pert-time, congultant and FAE) will be show 
om Form 32-10 with title, grade ard # alary as above. Class identification 
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will be indicated by a check serk extended inte the appropriate specific 
column for the clase (temporary, WAR, ebe.)» Justification for the nead of 
this cepsonmel will be given in the stabexent of justifiestion preceding 

eath Form 32030, including inforwstion conterning the anticipated period of 
aervica, eb¢. 


(a) Salaries steted om Por: 3210 shall be annual ealerios 
fer a ferty~hour werkweak a= rates in rie deren with the Classi fieation 
ash of 1923, as acended, ani the Federal Imployess ‘ay Ach of 19745, aa 
suanded Wy tha federal Sedayens Fig tab of 19M 


For fiscal year 1946, seleries for pesitiens already secupied will 
be reperted at the agtual retes now being paid. for Siegal year 1949, the 
aclary rates will include such adjustuents as are necessary to allow for 
withinegrade advances applicable te that fiscal year. 


celaries fer paaitiens nox vacant and/or to he vagant at the begin- 
ning of fiecal year 1949 will be shown at the sdnimam for the grade during 
the applicable flecel years, 


(a) ie ey ple len oe atarcirndat ge ie Aco a 
will be preceded by a justification statement of the requizenante for the 
personel indicated on the form, The statenent will cover ail requircients 
fer overtize and night differentiel. Ih will alee set forth the asount 
of living and quartera allowances payable to United Stetes citizens employed 
at foreign inebslaations and the 25% territorial differentiel allewance 
payad ie ut installationa in the territeries, Referense should be made to 
experience data on production showing qualitative information eas to users and 
uge of the product and quantitative date regarding units of oreduction 
capasity required, 


(f} CG Peru 32010 may be requisitioned in the normal 
wamner fren the Suny Divielen, jervices Branch, 


(a) 92 = Teame, 


(a) Zetdwabes for travel shell include ple tot costa, 
per diem or subsistence during «ulhorized travel status, and experiune 
incident te trevel which are to be paid by the Agen, either direstay or 
by relmbursecent te the traveler, A sehedule of trevel rates is given in . 
Appendix 2, ineluding cost elexents of tranapertetion, par dies, etc,, betwoen 

‘Haehington and majer ferelgn and domestic rointe. 


fo) veller estisstes should be based upen the me-ber of 
trice to be performed to specific areas, ani compubed at rates provided by 
the cost of travel achedule. Complete justification must be furnished in 
for: of staborente of curpose for the antisip: bed travel tc onl within each. 
Fig 


ockET 
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(@) ketimates for empleyeos transferring to instollations 
qubside of ashington shali. be besed won acounte shown upon the travel 
achedule, Cest of transportation and por diem up to day of entrance on 
duty at such installations are included in these rates, 


(d} Cost of transportation and per dias fer empleyecs 
officially stationed at locations subside of Zashingten, and that of 
wiployees transferring frou such ijesations to Washington sheuld be included 
in the estinates for travel sulmitted by of for auth installstions and shed 
be computed at the astinated echeduled retes. 


{e) Within area travel will be besed upon an estinated 
nuzber of trips to be perforwad at rates per trip as setimted by the 
individual Offices or Staff Section and shall, be supperted by a etatecgent of 
purpese for travel within each ares. 


(f}) In preparing eetinstes for travel, consideration must 
be given te possible travel of aapleyee dependents, Thies estinsts will be 
Gomsubed on transportation costs only, 


() Eetimstes for the transportation of things shall 
include thoee charges which are psid or are to be paid directly by the 
Governuent and not by the vexder, whethor euch transportation be by land, 
air or weber; as well xe charges for the cere of such things while in process 
of being transported. Such alleinclusive estinates for the transportation 

Washington and various foreign areas ore scheduled in 


(b) Geshe involved in the transfer of soterial, supplies 
ami equigaent te be used or iamued inside or outelde the United States will 
be included in the ostinstes of the Services Branch, 


; {e} T% will be the responsibility of the individual Office 
or staff Section to aupply justification of transportation cocte incurred 
in the shipment and reghipment cf adeinietrative and eperabional supplies 
and equipment and household goods and personel effects of axployceoa, 


th) 


(3) Zebinster shall include costs of ee of 
meseages from place to place, such se tells for lend telegraph, marine 
gable, radio, wireless telegraph, snd telephone services, and postage. 
They shall also inGlude ewitchbeart and service charges arxt telephone 
Ainateallation costes, 


{>} iebimetes for ell charges in connection with telephone 
gervies in Seghington will be prepared by the Services Granch. 


SERS 
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(e} Hatinates for telephéns service in field installations 
will be prepared jointly by the Office or Staff Sestion soncerned and the 
services Branch and shsll be reported in the budget estimates submitted 
by the formar. 


(4) Telegram and cable costs estimates will be prepared by 
the Commmniention: Division, G50... 


(@} Hetimates for special services auch as teletype, tele~ 
crypton, telemeter, direot wire, tie-line service, et¢c., shall be prepared 
and justified by the Office or staff Seation having vor desiring such service. 


(5) G5.= Rants and Utilities 


(a) estimates shell inelude charges for rental of space; 
for heat, light, power, water, gas, electricity, ant other utility services 
axe@luaive of transportation and commmication services, 


{b) Rents and utilities estimites covering sll utilities 
and offiee and wareliouse space now cecupled and/or contracted for wil. be 
prepared jointly by the Services Sranch and the Office or Staff Seetion con 
cerned and shall be reported in the budget estimates submitted by the letter. 


(a) etimate: for additional space and facilities for the 
fiseal yerr 1949 showld be prepared end presented with the necessiry jasti- 
fication by the Office or Staff Sections concerned. 


(a) etimates for field offiees (exeept «u0) shall be 
contained in the estimates presented by or for thoee offices. 


(o) <stimates for rental on 4 contract basis of speoial 
equipment andfer business mochines will be fully justified and submitted 
by the Offiee or staff seetion concerned. fhe justification will inelade a 
deseription of the machine or equipment, the rentel. cost per period and the 
total estimted cost for flaenl year 1943. ; 


{aj ‘atiaates shall include printing of forma ani letter 
heads, printing and binding of books, pamphlets, documents, end obher pub 
Yiestions., Printed forms and Istterheade are ine¢luded under tile group. 


{o) setimates for printing and/or binding of forma, 
atationery, and routine office eappl, items will be made by the serviees 
Sranchs 


(o) Speelal or unumal rejuirements for printing and binding 


wich cannot be handled by CIG reproduotion facilities, suc: as tie need 
for epecial teletype paper und multiple lesfed forms, mapa, @t¢e, aould be 
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aet forth in detail by each Office or Staff Section, indicating the type 
of publication or material, the estimated muzber of items or copies, + he 
unit and teteal cost of each publication, and the propo-ed use or distribution, 


(7) 


{a} Sequiremente for procurement on contract of special 
supplies and emipment and/or special services shall be specifically stated 


(ob) tetimates for photegraphin: and reproduction services, 
for advertising and publieation of notioes and for the maintenance and 
repair of office bulidings and warehouse faclliities will be submitted by 
the Jervices Hranch, 


{qe} sstimates for recuirements of funds for especial pro- 
jects involvins other Governsent igencier and/or outside concerns shall be 
stated by apeoific project oosta, identifying costa by object class in the 
game manner presoribed for the overall bud.et submissions 


(d) Setimates for additional protection servlee furnished 
oy the Public Buildings Administration upon 2 contrectu:l besia will be pre~ 
pared jointly by the cervicee Branch and the “xecutive for inepections and 
security. 


(3) We 3 


{a) Setimates for normal office sup:lies ani materials will 
be prepared by the Jerviees ranch. 


{b} “estimates for special supplies and materials peculier 
to apeeific operations will be reported and justified by the Office or Staff 
Seetion having cuch special requirements. 


(9) 2 = Hquipment 


{a} ietimates for offices equipment sill be prepared by the 
tervices Branch. 


{b) Setinates for operating eqaipment pegulier to specific 
aperatiions will be reperted snd juatifled by the Office or “taff Jeation 
having such epecial requirements, 


(c} istimates for purchase of motor vehicles will be 
prepared by the cervices Braneh, and will be sup orted by a full justifioa- 
tion. ‘Shere replacement Lo proposed, the explanation shall set forth the 
year, model, and bedy type of the vehicles to be replaced, mileage, kind of 
use, and other pertinent information. Information must also be given as 
to the number of old vehicles stilivts be used and the eatimated goat of 
meintenance and Spare ten of sueb vehleles. 
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a0) a ‘ke gate erie ia BEE 


Retimetes covering lenis and interests in land, buildings 
and ether structures and permanent improvanents and additions when ae yuired 
under contract shall be prepared jointly by the Offiee or Staff Section 


> 


SEO ais Fate 


(1) iabimetes for unveushered (special funds) for the fiscal 
year 1949 should be subaitted and justified on « project. basis, as nearly 
as possible in the sane manner aa the Office or oteff seetion estimates for 
yvouchered funds. 

(2) Justification for each prejeat should inelude a brief 
outline ef the project, nuzber of personnel ond emounte of materiel and 
supplies, ami where peseible the funds devoted to the operation during the 
paet Tiecal year; and should be epecifie in regard to the forecast of 
personnel and further requiranente for fiscal year LOAF. 


AGG Bie DIaeeuN OF CENTRAL TWRELLIG&NGSs 


25X1A 


Atbeehrerte: 3 
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: on 
rent 
; : oe per 
go" 3% gg) / month = 
Type 031 ~ Alphabetical Duplicating = me Seach $ 25.00 3 125.00 
MNT 
Type OSS ~ Alphabetical Multiple Punch Veriffér Ae each 35.00 14,0.00 
type O15 <Xerd Cointing Sorte, Hodvl I, © 2 each 60,00 120.00 
os i Sate dple’ Got tm Selector“ | 
Type 060 = Card Sorter, with Multiple Column r 1 each 50,00 50.00 
. Selector y* iD | 
Type O77 - Collator, Collator Counting Device leach = 107.50 107.50 
and Alphabetical Collating Device 
Type 552 - Alphabetical Interpreter 4° 1 each 75.00 75.00 


o 

Type 105 - Alphabetical Accounting Machine, 1 each 110,00 110,00 
with Net Balance, 2 Mgit Selectors, 
Automatic Carriage, 46 x Mstributors 


Type bok - Alphabetical Accounting Machine (60 Ary, each 435.00 135.00 
me an Type 105 above 2 Sy 
Type 513 - Automatic Reproducing Punch Machine, 1 each 126.00" 3 120.00 


with 1 Class Selector, ? Blank 
and Double Punch Detection Devices, 
1 Digit Bnitter So 


- Gang Summary Punch (independent opera= leach T5 00 
ye tion) Sane as Type 513 above | 5 gape 
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